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1  INTRODUCTION 

Employee Self Service (ESS) is the Munis® Self Service application created specifically for 
current employees and job applicants. ESS accesses information from, and stores information 
in, the Munis Human Capital Management programs. When you update information in ESS, the 
updates also occur in the applicable Munis programs. 

For employees, ESS provides access to personal information, pay and tax information, benefits, 
as well as training, certification, and performance information. For applicants, ESS provides 
information on current job opportunities, manages applicant information, and provides automatic 
distribution of future employment information.   

Employees must have a valid Munis Self Service login to access the ESS application; registered 
applicants receive a personal identification number (PIN) for accessing their profile and 
prospective employment information.     

1.1 EMPLOYEE SELF SERVICE USERS 

The Employee Self Service application requires users to have a unique username and 
password. If you are a system administrator, you can manually add users, or you can use the 
Migrate Users option in the Munis Self Service User Administration program to create a set of 
ESS users from the Munis Employee Master program. Munis users are not automatically 
provided access to ESS, and there may be many employees who are not Munis users, but who 
do use ESS. See the Munis Self Service General Administration Guide for more information on 
defining ESS user permissions. 

 

1.2 PASSWORDS 

Password criteria for your organization is determined by your system administrator. Typically, 
when you are provided an ESS user account, your administrator will require that you change 
your password at your first login.  
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When you change your password, you must enter a password that meets your organizationôs 
password security policy. The Change Password page indicates whether the new password 
meets the enforcement criteria. 

 

On the Change Password page, you must also enter a password hint. If you forget your 
password, click the Forgot Your Password? option on the Login page. This causes the 
application to send you an email message that contains your password hint. 

 

If the password hint does not cause you to remember your password, click the link in the email 
message to generate a new password. In this case, the Password Regeneration page displays 
and when you select Initiate Password Regeneration, the application sends you an email with a 
temporary password that you can use to log in.  

In this case, you are forced to reset the password immediately upon login. 
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2 ESS HOME PAGE 

The home page of the ESS application displays personal information, organizational 
announcements, time-off, and pay details. If you are a supervisor and the Names Level box is 
properly defined in Employee Administration, the page displays time-off details for all employees 
who report to you. The Home page also provides a menu of the various options available within 
ESS.  
 
The Home page menu varies according to the settings and permissions defined for ESS use in 
your organization.  
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2.1 RESOURCES 

The Resources option in the ESS header displays links to available employee resources, which 
can be helpful websites (such as health insurer home pages), company pay schedules, or 
individual documents that are applicable to your organization (such as employee handbooks).  

 

When you click a resources link, ESS displays the results in a new browser window. Resources 
are added and maintained in Employee Self Service Administration > Employee Administration 
> Document Administration. 

2.2 ANNOUNCEMENTS 

The Announcements section displays announcements that have been entered in Employee Self 
Service > Administration > Employee Administration > Application Settings.  

 

If you have questions or comments regarding an announcement, or to submit an announcement, 
click Contact to open your default email application with a message addressed to your 
administration contact. 
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2.3 REQUIRED READING  

When your organization adds documents or other linked resources to ESS and they identify 
these resources as required, your Home page includes an announcement alerting you to the 
documents, and the page includes a Required Reading section that includes the resource. 

 
 
In this case, when you select the required item, the program provides the View Document option, 
and then an Acknowledge option.  

Once you acknowledge receipt of the resource item, the acknowledgement is transferred to and 
stored in Munis, and the document is removed from the Required Reading section of the ESS 
home page.  

2.4 WORKFLOW FORWARDING 

For employees who participate in the workflow approval process, the Workflow Forwarding 
group is available on the Home page. If you have the appropriate permissions, this group 
includes the Forward Time-Off Requests To and Forward Timesheets To fields, along with the 
Start/End date fields. Using these fields, you can update your forwarding requirements and 
when you click Update Forwarding, the changes are confirmed.  

If workflow forwarding is enabled in Munis, the settings in the Workflow Forwarding group reflect 
that setup. When you enable workflow in ESS, the program displays a confirmation and the 
Pending Timesheets and Manage Time-off Request pages indicate the applicable forwarding 
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setting. 

 

2.5 PERSONAL INFORMATION 

In addition to organizational resources and announcements, the ESS Home page provides a 
summary of your personal information and time-off history. 

Personal Information provides your name, address, and contact information. Click More to 
display your full profile, including your contact and hire information on the General tab, with the 
Demographics, Contacts, Dependents, and Tax Form Delivery tabs providing additional details.  
If your organization permits personal information updates through ESS, click Edit to make any 
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required changes. 

 

When employee-initiated personnel actions are enabled for your organization, the Add/View 
Changes option is available on the Personal Information menu. This option allows you to submit 
changes for defined action types. 

For example, if your organization permits you to add training courses that you completed 
outside of your organization, the Training selection is available from the Requested Action Type 
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list on the Add a Personnel Action page.  

 

Click Add New to enter the training type and date. When you click Submit, the action is 
submitted to your Human Resources department for processing through the Actions Entry 
program. Once the action is confirmed, it is posted to your personnel record.  

2.6 TIME OFF 

Time Off displays a chart of your projected available and projected earned time off in hours. 
Click Request Time Off to initiate a time off request, and use the Show Current Balances and 
Show Time Off Taken options to review available balances and time used to date.  

See Time Off for completing time off requests.  

2.7 PAYCHECKS 

The Paychecks section displays information for the most recent pay periods in which you 
received pay. In the Tools section, options are available for simulating your paycheck and 
viewing W-2 and W-4 data. For more on these functions, refer to the Pay/Tax Information 
section of this document. 
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For security purposes, year-to-date and last-paycheck earnings do not display initially. Click 
Show Paycheck Amounts to show the dollar amount; click Hide Paycheck Amounts to hide the 
amount. Click Details to display the Check Detail page. 

 

2.8 EMPLOYEE TIME OFF 

For supervisors, the Employee Time Off group displays a time off summary for the employees 
who report to you. This section displays according to your organizationôs settings in Employee 
Self Service Administration.  
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3 EMPLOYEE SELF SERVICE MENU 

Options on the ESS menu are available according to your organizationôs Employee Self Service 
configuration. The menu can include the following options: Tasks, Manager Self Service, 
Benefits, Certifications, Credentials, Expense Reports, Employee Notifications, Pay/Tax 
Information, Performance Evaluations, Personal Information, Position Transfer, Punch In/Out, 
Substitute Teaching, Time Off, Time Entry, Training Opportunities, My Career, and Employment 
Opportunities. The list of available options varies according to the permissions and settings 
established for your user account and your organizationôs ESS configuration.   

 

3.1 TASKS 

Tasks provides a list of activities that you need to complete. This task list may be related to new 
hire activities, open enrollment activities, required documentation reviews, and so on. The tasks 
are generated within the Munis Employee Tasks programs and when you complete tasks, the 
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Munis database is updated to indicate the completion. 

 

3.2 MANAGER SELF SERVICE 

For managers, the Manager Self Service page provides access to employee certifications, 
training, time-off, absences, task lists, evaluations, notifications, and job openings. Links provide 
direct access to supporting ESS pages.   

 

For example, when training information is available for an employee, the training button displays. 
To view a summary of the training information, hover your pointer over the training button. To 
view the Training Courses page for that employee, click the Details link in the summary dialog 
box.  
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The Actions menu for each employee also provides options for viewing additional employee 
information, including initiating a personnel action. 

 

The Manager Self Service menu includes the Interviewer Availability and Interviewer Notes 
selections. The Interviewer Availability page provides the Add New, Add Recurring, and Delete 
options for adding or removing available interview times. The ESSïInterviewer Availability page 
and the Interviewer Availability program on the Human Capital Management > Recruiting menu 
in Munis share data so when you update information in one source, the other source is 
automatically updated.  
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The Interviewer Notes pages manages your notes for completed interviews.  

 

When settings are turned on in the Recruiting Settings program, managers can place requests 
for new or replacement job openings, as well as cancel job openings from ESS. The job 
openings display on the Manager Self Service page.   

 

3.3 BENEFITS 

Benefits provides a summary of your current-year benefit elections. Using this option, you can 
view your current benefit selections. If enabled by your organization, you can also make 
elections for the upcoming year during the open enrollment period or petition to change current-
year elections with a qualifying life event. 
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3.3.1 Benefit Reviews/Changes  

The Benefits page includes various benefit options that are available according to your 
organizationôs ESS configuration. If a benefit is designated as Always Available, then the Make 
New Election, No Changes, and Decline Benefit options display. If a benefit is designated as 
Available for Life Events Changes, then the Report/View Life Events option displays. 

When you are updating benefits and you increase benefit amounts, the program displays a 
message indicating any supplemental forms that must be completed. The program also 
indicates any amount or increment restrictions for the acceptable values (for example, if an 
amount must be between $n and $$nn or if an amount must be entered in specific increments). 

3.3.2 Open Enrollment 

Open Enrollment provides benefit elections for an upcoming coverage period. During the Open 
Enrollment period established by your organization, you can select your preferred options or 
decline one or more of the benefits provided.  

 

Depending on your organizationôs ESS settings, the Paycheck Simulator link may be available. 
When you use the paycheck simulator, ESS indicates how your benefit selections will affect 
your pay. See the Pay/Tax Information section of this document for more information on using 
the Paycheck Simulator. 

3.3.3 Make New Election 

On the Benefits page, click Make New Election for a benefit and the program displays the 
available options and the cost details for each. Depending on your organizationôs ESS 


















































